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Slide 1 - Welcome 

 
Slide notes 

This will be a short demonstration of steps you can perform in the full version of Adobe Acrobat to insert 
pages into an existing PDF and/or to combine two PDF documents into one PDF.  Please note that this 
functionality is not available in the free version, Adobe Reader. 
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Slide 2 - Navigation Instructions 

 

Slide notes 

Here are the navigation instructions for this lesson.  Click START when you are ready to begin. 
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Slide 3 - Objectives 

 

Slide notes 

When you complete this tutorial, you will be able to use Adobe Acrobat X Standard to insert pages or combine two PDF documents into one PDF file.  Click 
CONTINUE. 
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Slide 4 - Slide 4 

 

Slide notes 

First I will demonstrate how to insert pages from one PDF document into another PDF document.  With the Adobe application open, click the File menu. 
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Slide 5 - Slide 5 

 

Slide notes 

Click Open. 
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Slide 6 - Slide 6 

 

Slide notes 

Go to the directory where your PDF documents are saved.  Open your main PDF file.  In this example, I am opening a Voluntary Petition PDF.  Click the 
Voluntary Petition document and then click Open. 
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Slide 7 - Slide 7 

 

Slide notes 

Now we have opened the PDF we want to add or insert another page into.  Notice at the top of the window, this is currently a 3 page PDF  Click the Page 
Thumbnails tab on the left-hand side of the application. 
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Slide 8 - Slide 8 

 

Slide notes 

The three pages of your document are displayed.  We want to insert pages into this PDF, so click the Options tab found within the Page Thumbnails tab. 
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Slide 9 - Slide 9 

 

Slide notes 

Click Insert Pages, then click From File. 
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Slide 10 - Slide 10 

 

Slide notes 

We are browsing again so go to the directory where your PDF documents are saved.  This time we are looking for the PDF we want to insert into our 
Voluntary Petition PDF.  In this example, we will insert our Schedule A PDF. 
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Slide 11 - Slide 11 

 

Slide notes 

Single click on the Schedule A document.  If you want to insert more than one PDF document, hold down the Ctrl key on your keyboard and select each 
document to be included.  Then click Select. 
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Slide 12 - Slide 12 

 

Slide notes 

The next window that appears asks us where we want to insert this Schedule A PDF document.   
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Slide 13 - Slide 13 

 

Slide notes 

We will insert the Schedule A PDF document after the last page of the petition so select After from the location drop-down box, mark the Last radio button, 
and then click OK. 
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Slide 14 - Slide 14 

 

Slide notes 

Notice at the top of the window, there are now 4 pages in this PDF.  Or, you can see all four pages displayed in the Page Thumbnails tab.  If pages were 
inserted that should not be included, click on that page in the Page Thumbnails tab and click the Delete key on your keyboard. 

This will delete the page.  In this example, we will not be deleting any pages so the next step is to save our new PDF, which is our combined Voluntary 
Petition and Schedule A document. 
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Slide 15 - Slide 15 

 

Slide notes 

Click File, Save As, then click PDF. 
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Slide 16 - Slide 16 

 

Slide notes 

So you do not change the initial Voluntary Petition PDF or the Schedule A PDF, we will give our combined PDF a new name.  Click in the File name field 
and type a new name.  Then click Save. 
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Slide 17 - Slide 17 

 

Slide notes 

We have now inserted pages from one PDF document into another PDF document and saved the resulting file with a new file name. 
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Slide 18 - Slide 18 

 

Slide notes 

Now I will demonstrate another way to combine two PDF’s.  With the Adobe application open, click on Combine Files into PDF. 
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Slide 19 - Slide 19 

 

Slide notes 

Click on the Add Files drop-down box. 
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Slide 20 - Slide 20 

 

Slide notes 

Click Add Files. 
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Slide 21 - Slide 21 

 

Slide notes 

Go to the directory where your PDF documents are saved.  Select the PDF files you want to combine into one PDF.  In this example, we will combine the 
Voluntary Petition and Schedule A PDF’s.   

Single click on the Voluntary Petition, then hold down the CTRL key on your keyboard and select Schedule A.  If there are additional files you want to 
include, continue to select them while holding the CTRL button.   
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Slide 22 - Slide 22 

 

Slide notes 

The files to be combined are highlighted.  Click Open. 
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Slide 23 - Slide 23 

 

Slide notes 

Arrange the documents in the order you wish them to display by clicking on a document and then clicking the Move Up or Move Down buttons. 
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Slide 24 - Slide 24 

 

Slide notes 

When this is complete, click the Combine Files button. 
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Slide 25 - Slide 25 

 

Slide notes 

Notice at the top of the window, this is a 4 page PDF (three pages from the Voluntary Petition PDF and one page from the Schedule A PDF).  Click the 
Page Thumbnails tab on the left-hand side of the application. 

 



Adobe Captivate Tuesday, June 12, 2012

 

Page 26 of 30 

Slide 26 - Slide 26 

 

Slide notes 

The four pages of your document are displayed.  If there are pages that should not be included, click on that page in the Page Thumbnails tab and click the 
Delete key on your keyboard.  This will delete the page. 

In this example, we will not be deleting any pages so the next step is to save our new PDF, which is the combined Voluntary Petition and Schedule A 
document. 
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Slide 27 - Slide 27 

 

Slide notes 

Click File, Save As, then click PDF. 
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Slide 28 - Slide 28 

 

Slide notes 

So you do not change the initial Voluntary Petition PDF or the Schedule A PDF, we will give our combined PDF a new name.  Click in the File name field 
and type a new name.  Then click Save. 
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Slide 29 - Slide 29 

 

Slide notes 

We have now combined two PDF’s into one PDF and saved the resulting file with a new file name. 
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Slide 30 - Summary/Exit 

 

Slide notes 

You will now be able to use Adobe Acrobat X Standard to insert pages or combine two PDF documents into one PDF file.  Click EXIT to exit the module. 

 

 


